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Documents and Printing
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DISPLAY DOCUMENT – FB03

This transaction is used to view posted documents.
You may also use this transaction to find document 

numbers for posted documents.
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Type in Document number to view,
press enter or click green check.
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If the document number is not known or you wish to find specific types
of documents or all documents on a specific date, click List button.
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Enter criteria for the document 
you wish to find.
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Execute.
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Double click on a line to view individually.
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Click buttons to view each line item

Green arrow back.
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To view accounting documents, click Environment on the Menu bar
and select.
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Select which you would like to view and click.
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Upon completion of view, click to exit display.
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DISPLAY DOCUMENT – FB03

This transaction can also be used to locate checks 
received or other posted documents using the 
reference field.
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Click box and save.

Message will appear, green arrow
back to initial screen.
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To locate by check number, enter the check number,
press enter.
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Line items posted to the ref. doc. will be displayed.
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CHANGE DOCUMENT – FB02

This transaction is used to change a document.  
Changes may only be made to text and 
assignment fields.  

Accounting information cannot be changed.
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Type in Document number to change.

Click to see first line item.
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The fields available for change are in red.
Make desired change.

Click to go to next item.
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Make desired change.

Click to add Header data.



AASIS Support Center, Donna Bolanos
05/01/03, Revised to V3.0

An AASIS Training Guide ARIP – Accounts Receivable Invoice Processing

3 - 22

Complete desired data, green check.
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Click to save changes.
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REVERSE DOCUMENT – FB08

This transaction is used to reverse a document 
created in error.  
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Type in Document no. to reverse.

Type in Reversal reason or select
possible entries icon for reason.
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Highlight and double click reason.

Select 01 or 02 only.

Not currently used by
AASIS.
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Click to review before reversal.
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Review, then click to return to previous
screen to post.
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Click to post.
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Document posted.  Now do transaction FB03 to display posting.
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DISPLAY DOCUMENT – FB03

Posting has been reversed.
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RESET CLEARED ITEMS - FBRA

This transaction is used if a customer document that 
has already been cleared needs to be reversed.  
The cleared item must first be reset by completing 
this transaction before the reversal (transaction 
FB08)  of the original document can be completed.
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Enter Clearing document number
and Fiscal year.
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Locate the Clrng. doc. number.



AASIS Support Center, Donna Bolanos
05/01/03, Revised to V3.0

An AASIS Training Guide ARIP – Accounts Receivable Invoice Processing

3 - 35

Enter and save.
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Pop-up box will appear, click
Resetting and reverse.
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Another Pop-up box will appear, choose Reversal
reason from possible entries icon and enter Posting
date, click green check or press enter.
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Message will appear that clearing was reset,
click green check or press enter.



AASIS Support Center, Donna Bolanos
05/01/03, Revised to V3.0

An AASIS Training Guide ARIP – Accounts Receivable Invoice Processing

3 - 39

Message that document posted will appear.
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Return to FBL5N to review posting.  
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CUSTOMER LINE ITEM DISPLAY – FBL5N

This transaction lists customer line items.  You can 
also display the items for more than one customer 
account in a list.  For a detailed selection of 
customer accounts you may choose from the line 
item selection which includes open items, cleared 
items and all items.
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Type in Customer account
number to view.

Select the Line item selection radio
button for what records you wish to
view.  Note: the Open at key date
will default to the current date for 
Open items.

Click for dynamic selections.
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Enter in your Business area
and save.
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Execute.
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To display a specific document, 
double click on the row or highlight
and click the glasses icon.
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View document then green arrow 
back to original screen.
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Variant options.
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After viewing, click to exit list.
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CUSTOMER INVOICE AND CREDIT MEMO
PRINT PROGRAM - ZINVC

This transaction is used to print customer invoices 
and credit memos.  It allows the user to preview 
each customer invoice and credit memo page by 
page as it will print.  It allows the printing of a 
single invoice or credit memo, select invoices and 
credit memos, invoices and credit memos from a 
single customer, select customers, a range of 
customers or all customers.

Selection criteria for printing invoices may also be 
determined by dates.  Multiple copies may be 
selected at the time of printing or the user may run 
the same print job again if necessary.
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Company Code, User and Form Name will default.
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Enter in Invoice From and Remmit to field by selecting your agency 
from the possible entries icon.

Enter your Business
Area and the network
printer where the 
invoices will print.
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*
Check Print Preview if you wish to view invoices prior to printing.
If not, leave unchecked and invoice(s) will print upon execution.

Execute.



AASIS Support Center, Donna Bolanos
05/01/03, Revised to V3.0

An AASIS Training Guide ARIP – Accounts Receivable Invoice Processing

3 - 56

The first document will be displayed.

Scroll down to see the
bottom of the invoice.
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This is the bottom half of the invoice
and will be printed with the top half.
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To view the next invoice (document)
click the page icons on the technical
toolbar or press page up/page down
on your keyboard.
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After review, click back to
initial screen.
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Uncheck Print Preview, then execute to print invoices.
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PERIODIC ACCOUNT STATEMENTS – ZF27

This transaction allows you to run monthly account 
statements for customers by business area.  

Prior to processing the monthly account statements, review 
customer accounts using transaction FBL5N to determine 
whether manual clearing is required.  Transaction F-32 
clears open payments against corresponding invoices.

Account Statements are a list of remaining open items and a 
summary of customer transactions for the statement 
period.  

Account Statements do not replace the detailed customer 
invoice.
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After data is entered,
press enter.
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Select the possible entries icon 
to complete the Invoice From and
Remit To fields just as you do in
printing the customer invoice.
Execute.
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A pop-up will appear indicating the number of periodic 
statements requested.  Click the green check.
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Pop-up will ask if you wish to issue the request.
Click Yes.
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This log will appear to let you know that a spool request has been created,
to provide the spool request number and the number of output pages to 
be printed.  Note the number of pages to be printed.
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On the Menu bar, select System > Own spool requests
or type /NSP02 in the command box and press enter.
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A new session labeled “Output Controller: List of Spool Requests”
will appear on the task bar – click to open.
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Check the box beside your spool 
request to be printed.

Click to view statements 
before printing
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Click to return to screen to print statements.
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Click to print.
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A new session labeled “SAPLPD” will appear on the task bar.
Click to open if you wish to view the print log.
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When the print job is completed, this session may be closed.


